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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                          (continues in Section 4)                                                                                                                                                                                      

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: OMAO, CPC
	From Name: 
	Routing Code: 
	Address: 
	Telephone Number: 
	Telephone Extension: 
	Billet Title: Director, Commissioned Personnel Center
	Billet Number: 0500
	Rank Requested: 0-6
	GS_GM Equivalent: SES
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: 
	Supervisor_Telephone Number: 
	Supervisor Telephone Extension: 
	Educational Requirements: Advanced degree or equivalent experience in public administration, management, or related field.
	Other Qualifications: Must have previously served on a Commissioned Personnel Center position.  Officer Training Center and Officer Personnel Board experience are also highly desirable.  Command of Class I or II NOAA vessel or Aircraft Commander.
	Billet Description: The Commissioned Personnel Center (CPC) is under the Office of Marine and Aviation Operations (OMAO), National Oceanic and Atmospheric Administration (NOAA).  OMAO administers an integrated program of vessel, aircraft and diving services, and manages the NOAA officer corps in support of NOAA programs and related activities.  The position of Director, CPC involves management of all aspects of the NOAA Corps personnel system.  The incumbent has overall responsibility of officer recruitment, training, assignment, travel, transportation, career development, payroll, health care, records maintenance, and all special and routine personnel actions.  In addition, the incumbent is responsible for allocating officer resources to render maximum service to NOAA program users.

The incumbent is evaluated by both the immediate supervisor and NOAA's Human Resources Manager.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: 1.  The incumbent supervises a staff of 31 including 2 division chiefs.  He/she administers a budget of approximately $37 million, and supports approximately 400 officers serving throughout NOAA.  The incumbent reports directly to the Director, NOAA Corps.
2.  Recruit and appoint officer candidates.
3.  Conduct routine and special training programs for newly appointed officers and those returning to sea.
4.  Develop and implement a NOAA Corps Affirmative Action Plan.
5.  Maintain a current inventory of officer billets.
6.  Assign officers to billets and incorporate program manager input into officer assignments' process.
7.  Monitor officer performance and professional development.
8.  Notify officers of deficiencies as required.
	Career Development Opportunities: This billet offers the opportunity to make contacts with all NOAA managers and provides the incumbent with the necessary background to be considered for one of the Flag billets.
	Additional Comments: 9.  Counsel officers on career and professional development.
10.  Manage the officer payroll system.
11.  Administer the CPC budget.
12.  Maintain the integrity of officer health care systems.
13.  Administer all officer personnel actions including separation, resignation, retirement, and discipline.
14.  Maintain officer personnel records for all officers.
15.  Update and revise the NOAA Corps Directives as required.
16.  Monitor laws and regulations affecting the uniformed services and implement changes as appropriate.
17.  Publish the NOAA Corps Bulletin.
18.  Conduct quality control review of officer procedures and officer records.
19.  Assist and advise the officer personnel, officer assignment, medical, disciplinary, and other boards as required.
20.  Foster public awareness of the NOAA Officer Corps' mission, activities, and accomplishments.
21.  Develop short and long-term goals and plans to maintain and increase CPC efficiency and effectiveness.
22.  Explicitly responsible for ensuring appointments and promotions are handled in accordance with applicable statutes, Department Organizational Orders, and NOAA Corps Directives.
	Supervisor Signature Date: 6/14/2004
	Reset Page 2: 
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


